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HOW TO SIGN UP AND USE THE ONLINE SERVICES AVAILABLE



PERMIT SEARCH AND ACTIVE MAP TOOLPERMIT SEARCH AND ACTIVE MAP TOOL

Wonder if an address has a permit for work? The answers are at your fingertips with the active 

permits map! Forgot your permit # or need info from a permit? Use the search function!



SCHEDULE INSPECTIONS, APPLY ONLINE, VIEW 
PERMITS YOU’VE APPLIED FOR 

SCHEDULE INSPECTIONS, APPLY ONLINE, VIEW 
PERMITS YOU’VE APPLIED FOR 



SIGNING UP FOR AN ACCOUNTSIGNING UP FOR AN ACCOUNT

• Visit and Bookmark the Web Address:        Longview, WA PermitTrax Portal

Click Sign In/Register

Click Register New Account 

your first time using this system 

and create an account

https://longview_wa.permittrax.com/Citizen


APPLYING FOR ONLINE PERMITS ONCE YOUR 
ACCOUNT IS CREATED

APPLYING FOR ONLINE PERMITS ONCE YOUR 
ACCOUNT IS CREATED



SELECTING A PERMIT TYPE & WHAT INFO TO PROVIDESELECTING A PERMIT TYPE & WHAT INFO TO PROVIDE
NOTE: ONLY APPLICATIONS WITHOUT PLANS ARE CURRENTLY ACCEPTED, IF YOU NEED PLAN 

REVIEW AND ARE UNSURE OF OUR PROCESS, CALL OR EMAIL US AT: 360-442-5086 OR 

PERMITS@LONGVIEW.CI.WA.US

1) Residential Mechanical – HVAC, Ventilation Fans, etc. State in the description what is being 

installed, location, IF YOU ARE DOING ELECTRICAL: how many circuits are being altered or if 

there is a disconnect/reconnect; 

2) Residential Plumbing – Can be pulled by property owner (if performing the work) or by the 

licensed plumbing contractor, with the exception of sewer or water service lines (outside of 

the house) which can be pulled by general contractors; Provide a detailed description of 

work including number of fixtures being installed

3) Residential Electrical – Can be pulled by property owner (if performing the work) or by the 

licensed electrical contractor hired to perform the work; Provide a detailed description of 

work.

4) Residential Building – Fences, sheds 200sf or less, re-roofs, re-siding, replacing windows, 

prescriptive solar system installs (electrical permits also required); Provide a detailed 

description of work including number of new/altered circuits, amperage of service, etc.

mailto:PERMITS@LONGVIEW.CI.WA.US


SELECTING A PERMIT TYPE & WHAT INFO TO PROVIDESELECTING A PERMIT TYPE & WHAT INFO TO PROVIDE
NOTE: ONLY APPLICATIONS WITHOUT PLANS ARE CURRENTLY ACCEPTED, IF YOU NEED PLAN 

REVIEW AND ARE UNSURE OF OUR PROCESS, CALL OR EMAIL US AT: 360-442-5086 OR 

PERMITS@LONGVIEW.CI.WA.US

1) Commercial Mechanical – HVAC, Ventilation Fans, etc. State in the description what is 

being installed, location, IF YOU ARE DOING ELECTRICAL: how many circuits are being 

altered or if there is a disconnect/reconnect and provide an electrical valuation.

2) Commercial Plumbing – Can be pulled by property owner (if performing the work) or by the 

licensed plumbing contractor, with the exception of sewer or water service lines (outside of 

the house) which can be pulled by general contractors; Provide a detailed description of 

work and valuation of project.

3) Commercial Electrical – Can be pulled by property owner (if performing the work) or by the 

licensed electrical contractor hired to perform the work; State in description the work being 

performed, location in building, etc and provide a valuation for your work.

4) Commercial Building – Fences, sheds 200sf or less, re-roofs, re-siding, replacing windows; 

Provide a detailed description of work and valuation of project, if a multifamily structure, 

provide the number of units.

mailto:PERMITS@LONGVIEW.CI.WA.US


APPLICATION PROCESSAPPLICATION PROCESS

• Walk through the steps adding the address for the work, your contact 

information, the contractor’s information, and the required information 

for the type of permit you are applying for. Submit your application.

• Once received, we will contact you if we need more info, otherwise we 

will approve and adjust fees based on the information in your 

application. Then we release the permit for payment and mark “ready 

to issue”.

• Once payment is made, the permit bounces back to us for it to be 

issued and for the permit document to be attached, after that happens 

inspections can be scheduled online or via our phone request system at 

360-442-5090.



ADD EXISTING PERMITS TO “MY PERMITS”ADD EXISTING PERMITS TO “MY PERMITS”

• Open permit by 

clicking on permit 

number and click 

“add to my 

permits”



“MY PERMITS”“MY PERMITS”

• Applications 

submitted and past 

projects that have 

been added to “my 

permit” will show up 

on your  dashboard 

here

• Application status 

“Ready To Issue” 

means either: You 

have fees ready to 

pay, or we have not 

yet issued the permit



WHERE TO PAY FEES ON A PERMITWHERE TO PAY FEES ON A PERMIT

• Open your permit 

details by clicking 

on the permit 

number 

(underlined) 

either from search 

results or from My 

Permits

• Select “Pay 

Balance” to pay 

permit fees with a 

credit or debit 

card online



WHERE TO FIND THE PERMIT DOCUMENT AND SCHEDULE 
INSPECTIONS ON A PERMIT

WHERE TO FIND THE PERMIT DOCUMENT AND SCHEDULE 
INSPECTIONS ON A PERMIT

• Open the permit details by 

clicking on the underlined permit 

number either from search results 

or from “My Permits”

• Inspections can be scheduled 

from the permit details page as 

shown here, or from the 

inspections scheduler on the 

dashboard



INSPECTION RESULTSINSPECTION RESULTS


